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ABSTRACT 

This paper describes a program, prepared at the 
Uiyversity of Southern California Norris Medical 
Library, which utilizes audiovisual methods foe 
shelver training and detailed work assignment sheets 
' in conjunction with shelver supervision. The slide/ 
script training series, serves both 'as a -time-saving 
device for the sheWer supervisor and as an effective 
and interesting instructional device. The work assign- 
ment sheets, with the aid of a shelving calculatjcai 
chart, enable the supervisor to give* realistic assign- 
ments without havingi,to give instructions orally. 



fast and accurate return of material to li- 
brary shelves is clearly an impc^tant aspect, of 
good library service, but Jittle attentioh has 
been devoted in the literature to the training 
and supiervision of shelvers. It is the purpose of 
this article describe a program, prepared and 
utilized at the Norris Medical Library, which 
employs audiovisual methods ibt shelver tr^in- 
mg 'and detailed work assignment sheets in 
Conjunction with shelver supervision. 

Thp library's Loan Services, section jemploys 
five -to six'part-time student.^; (2.77 FTE); they 
devo^ 90% of their time to shelving activities 
and work at the loan desk fO%.of the time.^ThQ 
Loan Services librarian oversees the activities of 
the other members otthe department, but the 
immediate supervision of the shelvers is han- 
dled by the Loan Sjervices supervisor /Under her 
direction, approximately 1^,400 books and jour- 
nals are shelyec^each motith. 

Shelver Recruitment 

Ii¥ recruiting shelvers, the supervisor seeks 
bright, consfcientious individuals who have flej^C 
ble schedules fend^ara willing to work in the 
evenings and oji weekends. Although these re- 

•■' . . . ' # 



quirements are most ofteri met by^fcollege stu-* 
.dents, the library is ra/ely able, to hire students 
from the health scienci^ campus up©n which it 
is located. These health sciences students ar^ 
generally unable to take on part-time employ^ 
m-ent because of the heavy demands made by 
thfflr academic studies and their training at the 
neighboring Los Angeles County/University oC 
Southern (^aHfornia Medical Center. 

The libj^aty therefore fills most of it?s shelving 
positions with students attending the Univer- 
, sity of Southern California main campus, lo- 
cated ^even miles from the health sciences 
cafnp^us, and with students from other nearby 
colleges. The effects' of commuting to work or 
cbflinging class schedules frequently require stu- 
dents to terminate after shoj-t periods of em- 
ployment. Consequently, the Loan Serviced su- 
pervisor is forced to train approximately tweK#ty 
shelvers each year^ 

Shelver Training 

The supervisor is faced with the problem of 
repeating a considerable-amount of informa)tion 
regarding the location* and arrangement pf li- 
brary materials when training each shelveiil To 
reduce this time-consuming repetition anjd to 
present basic information in an interesting 
manner, the supervisor developed an audio^ 
visual program for the training of shelvers.' 
The instructionaUprogram consists of colored 

, 35 mm. sjides accompanied by a written script. 

^ This format was chosen over audiotape, film- 
strip, or another medium because of the ease 
^with which the program may be upjjited and 
altered. As the location or arrarfgement of the 
library's material changes^ it is necessary only 
to rewrite portions of the script and replace any 
outdated slides. ' 
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Before a shelver begins >to view the training 
program-, he is given a tour of the library. Once 
he is somewhat faftiiliar with its layout, the 
slides dealing with the location di various li- 
'brar^ materials become more meaningful to 
.him. *• 

The training program may be viewed by one 
student or, when more than one person is being 
traified, by a group. When the program is used 
by [only one person, he reads' ^le^ scri pt to 
hin)self while viewing the slides an3*'a3vances 




Fig. 1.— "Welcorne to Norris Library. 
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.the projector to the^r^xt slide when the script so 
indicates. During group viewing, one person 
acts as moderator, readihg the script aloud and 
advancing the slides. 

Cartoon illustrations have been integrated 
into the slide portion of the program^. These 
cartoons add variety and humor while stressing 
points discussed in the script. 

Th[& slideyscript presentation is followed by a 
series .of overhead projector transparencies 
which, jare usually shown by the supervisor. 
Using a grease .pencil, sh^ is abl4|o demonstrate 
the proper use of assignraentWieW forms de- 
scribed in the script. Other transparencies em- 
phasize some of the more complex shelving rules 
and give tffe supervisor a' basis for (ftiscussin^ 
and clarifying these principles. 

Training Program Content 

T^^e slide script program is divided into six, 
sections. Usually the firsts two segments are 
viewed at one sitting; the remaining four sefc- 
*• tions are viewed one at a time. It ta'kes no more 
than ten minutes to view earch section. 

The first part of the program, entitled **W^1- 
coirie/' includjBS nineteen slides and is a general 
introduction to. the library and t^> shelving. 
Slides and backfround information \pp the li- 
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CMSS LETTERS o ^ 
CLASS NUMBER (.ALWAYS WHOLE) 
CUTTER 'KUJ/IEER (ALWAYS DECIMAL) 
COPYRIGHT DATE • . , ^ 




Of 





Fig. 2.,— 'Typical National Library of Medicin'l an^ Library of Congress call numbers h^veXhese fo^ com- 
ponents. \ A ' ' 
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Fig. 3.— Let's examine the order of tUf^ call numbers. • 




Fig. 4.— Bring materials in need of repair to youf 

supervisor s attention. 
^" \ ,. . 

, brary are combined with cartoons and script to 

acquaint the new employee with work SQhedul- 

ing, assignment of duties, -and payroll proce- 

dure§ (see Fig. 1). i 

Section two, "ShelviAg Unbound Journals/' 
describes the location of curreht medical peri- 
odicals and their alphabetical arranj^eme'nt'^y 
. .title, Th^ eleven slides included in this portion 
* illustrate the various riles described in the 
script. After the trainee Has vie\yed this part of 
. the program, he is asked to arrange a sample of 
J unbouijd journals in the manner he has just 
seen described. His work is then checked and 
any mistakes he has made are discussed with 
» him. The same type of foUbw-up procedure is 
,URed So reinforce the other portions of the 
program as well. 0 



■ . ' ' TABLE 1 
Shelving Time Calcination Chaht 

, Books " ' " » 

^ Volume number equations 

1 book fruck shelf (3 feet) e<iuaLs.30 bpoka*. 
1 book truck side (3 shelves) eqiuals 90 books 
1 sorting shelf equals 25 books 
Sorting lime - / ^ 

1 book truck side equals 20 minute^ 
^ Shelving timet o / " 

, 165 books equals 60 minutes ^ 
..Bound Journals 

Volunje nu'mber equ^tibns 

1 book truck Strtlf (3 feet) equals 20 volumes 
l .book truck side (3 shelves) equals 60^1umes 
1 sorting shelf fequals 20 volumes . ~ 
Sorting time . ^ 

1 book truck side* equals 15 minutes * 
Shelving 'time 
200 volumes equals 60 irfinutes 
Unkibun4 Journals - 
Sorting time - \ 

110 issues equals 15 minutes , 
Shelving time , 

150 issues eq,uals 40 min^utes . 
Allow approximately 30 minutestifor cleaiiup in eacfe 
qre^a before and after shelving. ^ - 

"Shelving Bound JoQrnals ' is tbe third por- 
tion the program and combines fifteen slides 
of (he bound journal area tvith script instrac- 
tions on the arrangement of these vS>lumes. As 
in section two. the slides highlight iniormation 
essential, for shelving iivthe location described. 
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Norris Medical Library 
Health Sciences Campus 
University of Southern California 
Los Angeles, California 

Shelving 

Assignment Sheet Shelver's Name <Jg^- 



/ V Date ?/(^/75- RA^ 

& 



1. Unbound journals (no. and amount of fimg includes cleaning, sorting, arrd shelving) 

a. .Approx. eu>. * 7^ 

b. Approx. time allotted ^/ n ■ . 

4 

2. Reference (no. and ampunt of time includes cleaning, sorting, and shelving) 

a. Approx..no. * ' .^ 

b. Approx. time allotted C:>0 rr)/n * ' ' . 

c. Amount of time for shelf-readinfe Chemical Abstracts, Biolo^cal Abstracts, Science^ Citat ion 
Index, index Medicus 3o nn/r? 

3. Bound journals and lower l6vel books (no. and amount of time include'i-oleaning, sorting, and 
shelving) ^ ' - , * 

a. Approx. no. / ^0 . ^ x * 

b. Approx. time allotted * "vr? / m i. , - 

c. Amount of time to shelf-read and arrange lower level Index Medicus g /y>/n. 

.4. Books (humanities Aooks, magazines, Webb, history of medicine books and 'journals, regular^ 
collection) (no. and amount of time includes cleaning, 'sorting, and shelving) 

a. Approx. no. /a<^ i / 

b. *Approx. time allotted 2o ^/n- * • ^ v ° , ' ' . ^ 
'c. Amount of time to dean up humanities magazines '. /O . 

5. Desk time (o ^ ^ ^ ' '. ' . , ' 

6. Breaks and dinner '^S' i-'bO * , 

7. Odd Jobs: . ' ' ' . ' * 
a. ^tiA. Co/n ^ ':x.^r:>OX nnaeki r>^^ 4-- 4 p 

C. o 



8. Shelt-read^ing: Amount 6f trme >^<3 rmn ^ ^ , Range? ' •/ 

9. Last 45 minutes of day: Clean all areas. L^ve materials on trucks by sorting shelves. TakeltemA 
which 8o not belong in those areas to their^proper areas or to the Loan Desk trucks. - -4-^/17/^7 



Shelver Comments 



I 
I 

I' 



Fig. 5. Sample shelving assignment sheet. 

Section four of the program, entitled **Shelv- the library and once again the various locations 

ing Books,'' contains twenty-four slides illus- discussed in the training program are painted 

trating the Ipcation of the currenjt medical-t^xts, out to him. ^ » * 

and other collections such as4iumantties. his- Se6tion five, dealing with "Call Numbers/' is 

tory of medicine!^ and reference. , The trainee the most-complicated portion of the series. This 

learns how to determine in which area a book section* presehts a concise explanation '6f e^qh 

belongs. As a follow-up to this section! the line of the National Lif)rary of Medicine ana 

ahelver is*sometimes taken on a second tour of Library of Congress classiii^iTion numbers. 



TRAINING AND SUPERVISION OF LIBRARY SKELV ERS . ' 

^ • > ,^ 

Emphasis placjSjd upon instructing the shelver clearinj^ of tables and carrels, and miscellaneous 
in the decimal nature of the Cutter number (see tasks such as shelf-dreading. 
^^S' V The supervisor records on this sheet exactly 

Transparencies of two of these slides ane art w|jich tasks the shelver should perform during 
important aspect of the follow-up to this seg^ his work period and the approximate amount of 
ment of the program. These pfcture aperies of» ^ time to be devoted to each activity. / 
correctly arranged call numbers and provide The supervisor thecks the various-areas of the 
examples which the supervisor and shelver library each' day before the shelver's arrival and 
review in detail (see^Fig. 3), - ^ notes the number of items ih be shelved in each 

After.viewing the transparencies, the shelver^ location' She .then computes theamount of time 
is asked, to arrange a set of books on the -the shelver should devote to each section b,y 
monograph sorting shelves. He must l^^parate consultifig-'a'^ecial shelving time calculation 
them according to the part of the Norri^' collec| chart devised by the library. This chart includes 



tion to/\\-hich they belong and then arrajpge the 
books of each se^ction in calfnumber or^er. 



a number of equations rejating books and jour- 
nals to book trucks and sorting shelves, 'Hjese 
Two a(jdijional means are usefl for tes^'ting the equations allow the' supervisor to q"uickly"ap- 
elver's understanding of call numbe,i* order; proximate the number of items to be shelved in * 



shel 

Qne tool is a let of flash cards, eacKj with a 
different call number, which the shelver ar- 
ranges alphanumerically and gK-es to the super- 
visor for cprre^'tion.^ As ^another exerci«Je. the 
trainee shelf-r^ads several raws of b(X)^s in the 
open stack.s with the supervisor checjking the 
results. , f 



'each section of the library (see Table 1). An- 
other'portion of the chart relates the number of 
book trucks and sorting shelves to shelving 
time. The chart thus enables the supervisor to 
quickly prepare the assignment sheet. A sample 
assignment sheet is shown in Figure 5. 

The slide/script training program has served 
"Finishing Touches/* the last pajrt of the as an educational tool and a timg-saving device 
program, uses twenty-three slicles to i(eview the, for the Loan Services su^jervisor. Feedhark 
information presented in. the precelding pt^- received from employees trained by' this tech- 
tions: This section also offers *ugge^stions for nique has been positive and shelvers reporiuhe 
Wfiys in which the shelver can demonstrate^ progra'm is both inforrnative and interestiK?. 



initiative and become an enthusiast|c*member 
of the library staff (see Fig. 4).^ 



, * • Shelver Supervision 

- • • J . PI '■ ' 

A work aSsi^ment sheet devised ^y^the Loan 
Services sui^ejvisor is the^basis forlsupervising 
the sheU^ng staff. This method serves two 
important purposes. Whether or net the super- 
visot is present to give instructions, it is a means 
of communic^tiiVg assignments ijo.'he shelvers. 
In addition, it enables the supervisor to evalu- 
^e the amount of work the shelvers accom- 
plish. ' * . 



The shelving time calculation chart has aide 
the supervisor in giving realistic shelving as 
signments. and the wonk assignmenj: sheet has 
enabled her to give the shelvers a clear under- 
standing of their tasks without having to give 
shelving instructions ora11y..These methods for 
the training and supervision qf "shelvers have 
proved to be both effective and efficient. Simi- 
lar training and supervisory devices may have 
application for other libraries of all sizes. 
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